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ABSTRACT 

The report surveys the occupational environment of 
the towns in the region within 30 to 45 minutes commuzing time of 
North Reading, Massachusetts. A random sample of aanufactnring, 
wholesale and retail trade, service, and to a much lesser extent 
finance, insurance, real estate establishments was surveyed in person 
or by mail. Information regarding responsibilities, training, 
prospects of change in job qualifications, employment prospects, and 
aptitudes, interests, and temperaments is presented in tabular foram 
and discussed for the following entry level occupations in the 
business and office, and marketing and distribution career clusters: 
bookkeeper, clerk-typist, legal secretary, personnel clerk, 
receptionist, secretary, svles clerk, customer service specialist, 
bank teller, general sales person, and real estate sales person. 
Cross tabulations of the survey data analyzing occupational and 
employment information by town and by type cf establishment are 
presented. Also included are discussions of in-house training 
prograns, highlights of the project, personal observations made 
during the project, and recommendations for education agencies and 
cooperative busi1.ess education. Appended are a personuet agency 
survey, Standard industrial classification codes, statistical tables 
related to employment by industrial classification, businesses 
surveyed, and occupational definitions. (JR) 
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Paeface 


The objective of the Research. Report entitled Regtonal Assesoment and 
Participative Evaluation has been to" wet a finger for wind direction." By 
xecearching the Oceipattonal Community, a better understanding of uhat direction 
to follow for occupational competency has developed. 


During the conception. of thie research and planning grant, it wis our 
argument that how can we as accupattonal education personnel adequately prepare. 
young entrants into the world of work, if we ourselves do not have cs complete 
an understanding as possible of the sccupattonel community around us. Jt was 
also by design to include as many other Local Education Agencies as posstile, 
and thus begin to establish the Liret collaborative effort in our Region for 
the occupatlonal competency of high school students. 


fe the comperttiion increases for each entry devel position, 00 does the 
need {or each student to be given the opportunity, to develop a salealle skill 
while still in high school. Jtto the PHILOSUPHY of this project that anyone 
Leaving education. should have the baste skills to quallfy hin or her for a 
place tn the world of wrk, 


This Research Project for Occupatdenal Competency 4s not an. Independent 
endeavor, nor as we feel it should le. Project CIREER, located in Randslph, 
Massachusetts, has been a major part of our program and the use of thelr data and 
the collective expertise of Vincent P, Lame, Roger Ritch and John Post have been 
of dameneurable value #0 our project, Dr, Thonae Henstock, assoctated with 
Northeastern University has provided the. coneuwstard experttoe tn the fields of 
Sample Selection, Survey Development, ao well ao Organized Statistical Reporting. 
Mss Charlotte Meisner, Chief Superutoor of. the Occupational/Industry Research 
Departnent of. the Mascachuette DMuxteton of Employment Securtty, has provided 
more resource information thar traginable, Mise Metener's abllity to direct 
sur Labor and Industry Lnvestigation in the most effictent manner has Leen of 
the uppernsst acelatance, 
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_ Alea, we would Like to thank Ma, Clifford Reed of the Division of Occupation- 
al Education, Maceachucetts Department of Educatien for hie guidance and avalla~ 
bility far technical aseletance, 


Que. thoughte of appreciation are extended to chase rzeprecentatives of the 
major inidetries of the region. iithout thelr collective cooperation, the 
search ed not have been conducted, 12 ue really amazing how Liwolved the 
vattous rzepresentatives wanted to become in the education of high school stu- 
dente. Industry ac a whole wante to provide that which they can to help those 
young entrants into the world of work, Educators would ie remles not t0 seek 
the expertice af those Leaders in the lusiness world, 


Qu special appreciation to our secretary, Xeiren Suith, for the aany hours 
che has given to the Project beyond the " call of duty " and making Lt a tean 
offert. We could not have succeeded without our "girl Faiday. “ 


St hae not Leen our intention to replace the " Oracles of Delphi " lut 
rather. to" wet a finger for wind direction " and we ate cove 


Remaining respect{ully yours, 


Roger L, Young 
John. R. Gould, Je. 


Part J 
Introduction 


The North Reading School System, as a great many other Local Education 
Agencles, 16 interested tn adequately providing for the needs of the najarity 
Of high school students, From forty t9 sixty percent of the high achool 
students are not entering postsecondary. educe*ton Lut rather the world of 
work,’ Je Ls the phidosophy of this project that anyone. Leaving high school 
should have the, inetc. education and stills to quulif~y hin or her for a place in 
the world of. work. 


The Federally Funded Planning and Research Geant entitled Regional. Aesesoment. 
and. Participative Evaluation (Pa-18) reflects the current concepts ef education 
de outlined ty the Maseachusetts Department of Education, wlth the 1973 publi- 
cation of the Educational Goals for Maseaciuwetis. A closer look at education 
dn itascachusetts ws initiated through Input supplied ly Local Education Agencies. 
The reeponding achaol districts tndlented that at present, not ersugh wie being 
cocomplished to adequately provisis for those students enrolled tn the ganesal 
currteulun,” 

The general curriculum etudent Le defined ac one ho is neither enrolled in 
the codlege nor the vocatlanal - technical curriculums. fo thece students provide 
considerable numbers entering the alos force each year, the North Reading School 
System recognizes the need to develop the following overall objectives: 


40 aedliet each peroon in Lecoming fanilias with jal selection, preparation 
for inktlal entry into work, indoctr/nation to the demands of the occupa- 
tlonal society 
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4o expand occupational horizons 

to develop sound attitudes, wsrk habits and the worth of work 

to provide information for career chalces 

ta inttlate training at ‘he optimm advantage of the student 

to interrelate the curriculue to meet the needs of occupational 

competency by all 

IL a comprehensive high achool ts to provide a general curriculim tailored 

to nest the needs of the graduating student who will immediately enter ine world 
of work, 12 de imperative that the occupational comunity be understood. tlithout 
a clear understanding of the industrial complexion 0, industiles located in the 
particular region as well as the type of occupations found in these Industrles, 
dt 4s thie project's premise that any comprehensive high school cannat adequately 
provide a reallatic general caurriculun. 


Project Regional Ascesoment and Participative Evaluation 1s Phase J of. a 
aulti~phased program. 


The project 4s a research prograw. ta establish: 
what occupations are found in the North Reading region? 
where. these occupations are found? 
what are the major and minor responsibilities af the occupations? 


Once an. occupational assesanent of the region Ls accomlishad, tie results 
will provide information that wlll indicate a positive direction in which 4a 
follow in order to tevelop occupational conpetency for those enrolled in. the 
general currteulun. 


Once again, Phase J provides necessary infomation as to: 
the sccupational structure of the region 
the major and minor r2esponsililities of the occupations 
aptitudes, temperment and interest analysts ly occupation 
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enployment trends ly. occupation 


dusiness receptiveness toward Liwermuce training progums being 
extended to high school students 


Now that the regtonal industries have Leen explored, Phase JI wll explore 
and define the present general curriculum, It ts neceseary not only t0 know what 
the needs of the vartous occupations are lut aloo that which te presently being 
provided for in the general curriculum. Phase JI will. take a close look at the 
general curriculum and ascertain what is Leing provided for in the context of 
theese areae which are important to industry. 


The difference between what industay as a whole wants ar demands ani wut ds 
currently being provided for ir the presart general curriculim Lo the foundation 
for Phase JJ5, Phase III will take the difference and design a general currt- 
culum to meet these needs. Graphically: 


Phase 2 Phase I5 Phase JIS 
Analysrs Synthesio Operation. 
The final product will le a cheater definition of Learning expertences 

geared towrd the occupations of today and tomorrow. These Learning experl- 
ences will draw from a tack pool, The task pool will be a collection center for 
all tasks needed te become occupationally competent in a specific occupation, The. 
task pool will inciude (7) Prenremuestte Learning, (2) Component Taske, (3) Enxtron- 
mentnl leeds, ae well ac the (4) Concepts found in that parttoular occupation. 
raphucally: 


a 


The North Reading plan for accupatlenal competency te not an independen* 
endeavor, nor we feel Lt should le. Project CAREER, located in Randolph, 
Massachusetts is a major part of the prograa and the use of thelr collected 
data and expertice has Leen utllized. 


Pert JI 
Background 


Tics Wed task Stskes Dapeselauch GP Tatae, Stabbed has pasjacial hak wong waibak 
will be faced with laproved jal oppertuntties in an expanding economy, However, 
there will be more energetic cempetiiion anong workers for entry Level jolie, Lut 
better adyancenent to higher Levels uhere the number of c raetent older workers 
nay le stretched thin, Jt 1s also projected that the labor force will have higher 
educational qualificationsin 1980.> 


Projections aleo Indicate that the demand. in the following arene will grow 


Thus, the occupational clusters being probed are (1) Business and Office, 
and (2) Marketing and Distrilution. 


The occupations researched enlodys (See Appendix H) 
Brstness and Office: Bookkeeper 


Marketing and Bistritution: Sales Clerk 
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The selection of these occupations was made according to the following celtarla: 
Represents entry Level ecaipatione 
Staying time on the Job te greater than three sonthe 
Taatning needed te generally On - the - Job 


Data wae collected thacugh a telephone suse, with area Personnel Agencies. 
The results of the surwey may be found in Appendix A. The purpose of the surwey 
was ty provide the {iret rattle out of the lox for Identifying those. occupations 
for ubich graduating high school students can uicc4essfilly quallfip, 


Definttion of Region 


It. Le the design of this Project to define the region as those tous which 
aurround North Reading ang are within a. commuting tine of trlaty to forty - five 


(30-45) muutes. > ‘he region selected enclactes: 
Haverhiil Wakefield Lausrence 
Andover Reeth Andover Lowell 
Billerica Toukalury Lynnfield 
Muddiston Peabody Woleren. 
BurLingtan North Reading Reading 
Stonehan Wilmington 


Having established ufic!: occupations are being explored in what towne, the 
next objective te to disclose the najor and malnor responsibilities of the occupations. 


Validation Ingtrument 


Paoject. CAREER, Located tn Randolph, Nascachusetts, being a federall funded 
heseckch and development project through the Massachusetts Department. of. Education 
admintotered ly the Dixteton. of Occupational Education, has developed " task outlines,” 
These tach outlines provide tre franenork for the major recponstiilities and ditlee 
by occupationat thtle. Each major recponslility te then refined to indicate those 
prectse skills necessary for the successful performance of that responetsillty. 
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Gree. the task outline has been validated by the regional industrles, Lie 
aperic akille naceseae,; {ar each occupation will then provide a foundaticn 
for a mote adequate content in the geneacl asrriculim. Sample task outlines 
oan be obtained by contacting Pasject CAREER directly. 


In addition to detamining which recpenelbilltics ave of major ot ainsrt 
dnportance 62 not opplicable te that occupation, the validation inetwment will 
aleo indicate wiei's. <hat aseponelbilltz can Letter be taught in the High School 
Ch = the = Jab ot thaouph Prise Emertence, 


Ales, each reaponetlilin; will be etidied as to WiLL It Ounge. In today's 
changing industry, present occupational rzesponetbilities ere either expected to 
agnatn the sme, change in the near futuse ( ix months 29 one year) or tt Le 
uaceztaln ae to whether or net it will change. 


In addltion. to tusk outline, Project CAREER hae provided « » format for a 

Caxeer Prepnantion Analysts Chast, The purpose cf thls survey tool is to define 
uhich aptitudes, interests and tenpersent: are inportiant ingredients of each 
occupation, fe it le important to recognize the major and alnor Pacponelbilitles 

of an occupations, <0 it is pioninent that those oceupational teaites ot characterletice 
be presented, 


These occupational taaite or characterletics will be validated as to thelr 
apprspriateness far each occupation inwestioted, 


Incistry Selection 


The selection of chick industey will be studled dn what tou or clty use 
Flassachusetts Department of Emplounent Securit. Each of the 351 cities and tome 
dn Maseachusetts are described in relation to eaploment tn establishments euliject 
to the laseachusetis Employment Securit; fax, The datu does not represent enplou- 
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nent le. goveenmental lodies, ether it be Local, State or Fed-rale” 


Each cit: and tmn is characterized according to: 
Average Annual Jaze of those enployed in each elty and toun 
Number of establishnents found In each city and toun 
Total employment of the aggregate nunber of establishments 


characterized to = digit Standard Industatal Classification Coding. (SIC CODE) 
(SEE Appendix C) 


The enployment data Ix: each citu or tou of the region is present in Appendix D, 
Appendix & rearesents the enplonent data {or each cit; and tom in terns of. 
parcencarede 


For example: In “ppendix & within akelleld, enploynent figures indicate 
thar: 
6. 48 Contract Construction 
32.0% is Canufacturing, 
1.73 44 Transportation, Communication or Utilities 
19.3% 40 Sholesale and Retail Trade 
22.47% 46 Fincnte, Insurance or Real Estate 
16,24 ds Services 


In studying the data Lound in Appendixes D and E, the largest concentration 
of emploment ts found in the follesing three arens: 
Farufacturing 
Wholesale and Retail Trade 
Serices 


These three arte the prinar: industries to be Investigated as well ao 
Finance, Insurance and Real uate in Uakefield because of the large percentage 
enployed, 
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Business Selection 


The selection of which lusinescses to intervlew was made according to the 
following crlterta t 
Must enploy. Lift, or mere ( exceptions : Real Estate, Legal Secretary) 
Rationale: The larger businesses will generally expley a greater variet 
of. occupations as well as be ina better posltion to ulew the trends of. the indius~ 
tay ae a uhole, 


The Standard Industrial Classi fication Code. for each lusiness must be 
either : ( See Appendix B ) 
Manufacturing’ 
tholesale and Retail Trade 
Services 


Centact Person 


The contact. person for each lustness initially, was the Percanned Mananer as 
opposed to an. inc-nbent or other adninistrator, 


Rationale : An administrater uo hires applicants to fill vacancles should 
be most Likely to know what the various 2esponsiiilities and duties of the cited 
uccupations are, 


Sanple Selection 


In selecting a sudtalle sample, it ws {rot necessary to oltatn a complete 
Listing of establishments ty, enployee sign, elty or toun, and da Standard In~ 
dustrial Classification Coding, The Department of Employment Securtty was in a 
position to be able to suppl a computer tape Listing of all estallishnents 
docated in each toun, Alea, a record Layout of the computer tape was provided for. 


With the acquisition of the tape, Lt becane necessary to develop a program to 
derive the desired information as well as a computer to perfor the calarlations. 
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Valkaengen of. Anerica wis gracious enough to share thelr collective expertice 
dn program development. and provide the computer tine to procure the data. The 
aeoult was a comprehensive List of. establichnents ly indlidual city and toun, in 
deacending order of size, ly. SIC Code as well as the matling labels for all es- 
tablishments hich enploy fifty (50) or more, 


Those eotabiishments chosen for the survey represented each clty. or town 
of the region as well as the SIC Coding of Manufacturing, Unslecale and Retail 
Trade. as well ac Finance, Inewrance, and Real Estate for Wakefield, The list 
uae secured in a random fashion, 


The selected lusinesses were then contncted ly mail introducing the 
Research Paaject ly letter and through use of a specially designed lrochure. 


Collection of. Data 


Each cooperating. establishnent wae contacted tn person or ly means of the 
telephone. ly the Research Staff, During each interview, the Project uae ex- 
plained ac well ac the purpoce of the saurey tools. Personnel adrinistrators 
aupplied the. data as 14 applied to thelr establishments. The collected data 
wae then transferred on to mark serwe cards for statletical interpretation. 


Stathetical Program 
The statistical progran utilized was provided for <1) an outside consultant 
assoctated wlth Northeastern University, Northeastern Uniwerstty aleo processed 


the data through thelr computer facilities, The reolte of the fusnished pro- 
ceased data will be found in the Statletical Information section of the report, 


Part I5I 


Industrial Structure of the Region 


Thie part of the Report will present the Industetal Structure of the 
Region utilizing available data provided by the Deparinent of Enploynent 
Security,” 


Appendix C indicates the seventeen (17) ettles and towns included in 
the Region by: 
1. Tatal number of establishments housed in each city and toun 
2. Total number enployed within each city and toun 
3. Total number. enployed tn each major industrtal classification 
dy cdty and toun 


For exmmple : There are 522 lustness establishments located in Waktleld 
and the total employment of these 522 firme numbers8,034. The total of those 
enployed in Wakefield 1s further described to show that: 

537 are enployed in Contract Consteuction. 


2,667 " " Manufacturing 
m2" oo " Transportation, Communication, Utilities 
1,558 " " Wolesrle and Retail Trade 
7,09." 1" " Finance, Insurance and Real Estate 
1,307 " " Seruices 


Appendix C 46 then refined to indicate that percentage of the Reyion's 
total firms located in each city and toun as well as the regional percentage 
of enployment ly each city and toun. Thie data comprtses Appendix D, 
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For exmple: Wakefield houses six percent (6%) ef the aggregate iusinesses 
docated in the Reglon which employs Live percent (5%) of all these eaployed in 
the Region. 


Within Wakefield, the enploymment picture 46: 
7% of the trtal regional enploynent. 46 in. Contaact Construction 


4% a" u " u Ld te au Manufacturing 

i) ne " " au "  Tranenortation, Communication, 
Electalc, Gac, Sanitary Seruices 

“eu " ” " " 0" thelesale and Retail Trade 

y), ” us ue " " Fhnance, Insurance and Real 
Estate 

&% " n " " u a u Sewices 

Observations 
Appendix D 


Lowell flames employ 17% of all enployed in the Contract Constauction 
Andustry, white Burlington houses 12%, Lawrence 17% and Wolurn 10% The. 
Contract Construction industry employees 4% of the total enployed within this 
Region. 


Lawrence and Lowell loth enlist 20% of all those persons aseociatet with 
the Manufacturing industry, udlle lorth Andover retains 13% and Andover Me 
The Manufacturing indistry constitutes 43% of the total enployed within this 
Regton. 


Lowell firme place on. the payroll 4% of the total enplayed in the 
Taansportation, Communication and Utilitles industries, while Haverhill and 
Lawrence both maintain 13% and. Waluen 17% This Industrial Clasetf{ication 
enlodies 2% of the total enploved. 


Lowell again Leads the Region in the Uholesale and Retatl Trade Classification 
with 16%, Lamence 14%, Welurn 9% and Haverhill registers S% of the total 


enployed in thie Industrial Classification 
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The. lnolesale and. Retail Trade makes up 25% of those employed in thie Region. 


llithin Wakefield, 16 found 26% of. the Region's total employment in Finance, 
Insurance and Real Estate. Lawrence engages the services of 21%, Lowell 20%, 
and Andover Fs. Ao a percentage of the total enployment for the Region, the 
Finance, Insurance and Real Estate inducteles embody 4%. 


Employed in Lowell i6 19% of those trwolved in the Services Classification, 
while Burlington indicates 16%, Laurence 14% and LU 4mington with 8% In this 
Region, 18% of all those employed ate in the Services Claseipication. 


The usefudnese of Appendix D te that a clear indication 46 given as to uhere 
the majority, of percons are eaployen within the major Industral Classifications. 
The inference being that within those towne and cities there the ployment for 
@ given industry 40 high, there 46 a large nunler of enployment opportunities. 


Olservations 
Rppendix € 


Appendix € displays within each toun or city that percentage of those en- 
ployed for each Industrial Classification. For exmple, 6.6% af all persons 
enployed within Wakefield are engaged in the Contract Constraiction industry. 


The data cited in the appendix is useful in deterntning what type of Industrial 
comunity 46 in each city and town of the Region, lilithin Wakefleld, the percentage 
of those. enployed in the Finance, Insurance and Real Estate industries of the Reyion 
46 22.7%, while in larth Andover 74.7% of the work force io enployed in the 
Manufacturing Andistri}. 


Since this project surveyed only thase {ims which enploy {Lt (50) or 
more, dt would be appropriate to describe whee these Leaders dn Jndustryy are 
docnted. 
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Observations 
Appendix F 


Appendix F exhibite that there are 604 lusiness establishments uhich 
enploy {ifty or more peroonds. Thies exhibit aloo lnings into view not onlu 
uhere these large employers are located, Lut aleo uhat Industrtal Classification 
they belong to. For exmple, in lnkefield, there are thirty (30) fieme enploy- 
ing more than fifty persons, of uhich ten (10) are classified as belonging to the 
Manufacturing Classification. Lowell lende the List with 113 {lane with Lamence, 
Burlington, Haverhill and. Wolurn. representing those citles and towne houstng 
the greatest. number of Large enployerse 


In sumnay, within. the Region, the majority of those enploved are ascociated 
with the Manufactuwrine. Clasetfication, Uholesale and Retail Trade industries 
as well ae Semices. The tndusty enploynent figures within each toun aloo lring 
out this fact, The Mppendixes C, D, E and F further express the enploument pic- 
ture for each city and toun of the rerion. 
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Part WV 


Validation Instrument 


Reporting the responses ascocdated with the validation inetement will 
conprise thig section of the report. 


The validacion instrument outlines the major responsibilities of each oc~- 
cupation as provided from Project CAREER, The purpose in validating the re- 
otarch material of Project. CAREER 1s to refine their information to represent 
the region. 

Each. 2gsponsibiLity uae rated ao to: 

1. Ite order of inportance to the firm .e- major, minor, not applicable 


2. Training needed to {fall this responsibility, where Lt can rst 
be taught ... in High School, On-the-Job, or fron Prior Expertence 

3. Wali Jt Change, the occupational responeibiiity, in the next six 
months t0 ONL YEAR coe Yad, nO, uncertain 


The business representatives (See Appendix ¢) were also asked to conplete 
the Ocery :thonal Preparation. Analysts Chart utrich dndicates those aptitudes, 
denperments and interests needed for the successful performance of the occupation. 


Four questions were then. presented to the Personned Managers concerning the 
enploynent trends, 
1. Please estimate how many applicants are hired each year to {iil 
vacancies. 
2. About how Lona do enployees stay on thle gal °? 
3. When an enployee Leaves thie position, where do they generally go ? 
4. What io the expected change in the number of postiions that will le 


available in the next six months to one. year ? 
15 
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This information will be used in the dlocuseton of the employment outlook 
dy occupation. 


ALL numerical data reflects the percentage of responses ~ecorded for each 
occupation, 


Bookkeeper. : See Talsle 7 


Those responsibilities of mager importance ac revealed are: 
Recording company transactions 
Handling payroll 
Batancing monthly statenents 
Performing banking procedures 
Handling credit. and. collection 
Managing saleenen's comlsstone 


Training needed for these responsibilities wis split betseen High School 
and Orssthe-Jol taaining, Mast firme indicated that it me uncertain as 20 
whether those reaponsibilities would change in the near future, 


Many of. the responsibilities have or ate in the procecse of being divided 
dnto specia/. areas, with a degreed accountant or comptroller filling this posl- 
tion in many large firns. More and more {lens are utllizing the seruices of a 
computer for the accounting functions, 


Aptitudes needed for this occupation include verlal, numerical, clerical 
apelling an! grammar. 


Temperment destred dncludes being able to perform vatled duties wlth fre- 
quent. change, matching apeclf{ied insttuctions, working with others, analyzing 
facts and figures, ao well ae precision and accuracy. 


Interests sought encompass lusiness contact wlth people, aoutine - syoten, 
machines and procedures, ao well ac seeking tangible rccults. 
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The number of applicants hired each year to {ill vacancles Lo 0 to 3, while 
employees in this occupation stay on the 4ol greater than ane year. liken an 
employes leaves this postition, it de split ao to whether he ot che will go eloe- 
where or remain in the company, and the number of postions of lookkeeper in the 
company will renain the same for the next year, 


Indications are that there are Limites openings each year for a lookkeeper. 
Openings will develop from vacancies acs cpposed to expansion. 


Clerk = Typist : See Table 2 


The major responelbilities of the. clerk - typlet ae related are: 
Performing typing duties 
Filing 
Reproducing data 


Training needed for these recponetilities can be best accomplished in 
the high echool curriculum. Ao in the instance cf a lookkeeper, Lt Lo uncertain 
as to ihether or not these responsibilities will change in the near future, The 
major reason wy Lt Ls uncertain ts due to the centralization of typing poole 
thaough te use of a telephone communication system 40 reduce the number of 
"tupiete” employed, Alec, computer eyetens ate Lelng utilized to mininize the 
amount of paper leing {LLed, 


Accuracy outseighed the neel for speed in typing. Jf a person 41s accurate, 
then the alilmme for speed are lowered. 


Aptltudes needed include verbal, numerical, clerical, spelling and qrannar. 


Tenpernents desired enlody varted duties, matching specified Inetauctisne, 
working with others, repented, set procedures as well as prect.ion and accuracy. 


Interests sought encompass lusiness contact with people, routine - systen, 
communication of ideas, machines and procedures, and again, tangible results. 
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Forty-one (41%) pcacent indicated that between 0 and 3 persons were hired 
each year and that caployees generally otay greater than one year, “hen Leaving 
tne position, the, generally go eleetiere and he number of positions of a clert- 
dyplet will remain the sane in the next etx months to one year. 


Legal. Secretary : See Table 3 


Responsibilities of major importance for the occupation of legal secretary 
entail: 
Typing of legal documents 
Performing other office typing kills 
Acting ao a receptionist 
Perfoming mail handling skills 
Personally aseleting enployer 
Performing tiling skills 


Training needed to sertor. theee responethilities is generally sought on- 
the-jol. Again, nast enployers indleated that it uae uncertain as to whether 
or not the responsibilities will change, It uae an oleeuution that many Lawyers 
are beginning to {sn cooperative arrangements between themselves and that the 
Legal secretarial duties will be pooled, 


Aptitudes, tenpeanents and interests inplied do not accurately indicate 
uhat is required of a Legal secretary 9 eight of the eleven surveyed did net 
complete this questionnaire, 


Ninety percent (90%) of the respondents Indicated that fron 0 to 3 appli- 
cants are hired each year and that they generally stay with the {itm longer than 
a year, hen a Legal sectetar,; does leave the position, he or she generally goes 
eleeuherc. and the number of positions avatlalle will renain the sane in the next 
atx nonths to one yeor. 


It 46 important to note that hig school graduates nay qualify for a Legal 
a Race am ae a a The greatest nunber 
1 


PA 


of lasers maintain separate offices and ate willing tn train the young entrants, 
Personnel Clerk : See Table 4 


The responsibilities that are of major iaportance as understood are: 
Dealing with nesly hited exployees 
Maintaining employee records 
Administering health and dneurance pregrane 


Painauy, training needed for these recponslbilities Ls on-the-job. These. 
azesponsibiliiias ate either not expecied to change or the {lime are uncertain. 


Aptitudes desired include verial, numerical, clerteal, spelling and gronaar, 


Tenpernents suggested encompass uarled duties, matching specified instauctiona, 
working with uthers, communication of ideas, machines and procedures, as well as 


dangible results. 


Faon 0 to 3 applicants are hited each year to {lL vacancies and personnel 
clerks stay in the occupation greater than a year, then an enployee Leaves thie 
position, he or she generally stays in the company and the number of positions 
will remain the same in. the next six months 49 one year. 


Receptionist : See Table 5 


Of aajor taportance to this occupation is the ability to: 
Receive uisttors 
Handle telephone and comuutcation sstens 


Training needed 14 aplit between. on-the-job and being taught in high school, 


These responetlbilities are not expected to channe in the next ix months to 
one year, 
Aptitudes inplied include verlal, numerical, clerical, spelling and grammar. 
Ik 46 nateumrthy that many receptionists perforn typina dutles in between visitor 
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and communication functions. 


Tenpernertes inferred are varied duties, matching specified instructions, 
working with others, interpreting personal feelings, as well ae precteion and 
accUurdcl. 


Interests noticed embody, luciness contact with people, routine ~ susten, 
communication of ideas, machines and procedures and tangible reoults. 


The number of anplicants hited each year ds from 0 to 3 and receptlonlete 
generally stay greater than a year, Jt ds split ace to where a person goes when 
he or she leaves the pscition and numer of receptionist positions will remain 


the sane. 


Nateworthy 4s that enployers seek polce, aaturity and friendliness within 
the young applicants for thle position, 


Secretary : See Table 6 


The major rcaponetbilities of the secretary suggested aret 
Typing 
Filling 
Taking dletation 
Tranecription 
Handling appointments 
Performing mall handling duties 
Perforning telephone related duties 


For the most part, eaployero indicated that shese skills can best be develop- 
ed in the high school, Also, these occupational recponsiilities are not expected 
40 change in the next sx months to one year. 


Aptitudes destred include verlal, numerical, clerical, spelling and granaat. 


" Tenperments sought encircle varled duties, matching apect{led inetmctions, 
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working with others, interpreting pereor-d feelings, renedtead, set procedures, 
and of course, precision and accuracy, 


Interests alluded to are luslnese contact with pesple, 2outlne - eyoten, 
communication of isene, anchines and procedutes ac well as tangible recults, 


Applicants hired sach year to Lill secretarial vacancies nualer Letween 
O and 3 and stay greater thana year, Fort, ~ six percent (46%) Leave the con- 
pany while thirty: - four peacent (4%) stay in the company. Again, the number 
of positions of a secketnty will remsin the came in the next otx nonths to one 
year. 


Sales Clerk : See Table 7 


Responsibilities of sajor importance unveiled ate: 
Peaforring customer serices 
Uriting and dispssitioning sales ciecke 
Recording transactions 
Handling enplo.ee sales 
Oiseruing delivery szequlations 
Accepting arrency and cash docunente 
Follosing 2eturn procedures 
Correcting ettors 
Following special procethires 
Charging <ales tax 


Taaining iweded {or these responsibilities ds generally, on-therfol. AL 
firme indicated that these responsibtlities will net change or they are uncertaln. 


Aptltudes enccurared are vertal, numerical, clerical, and spelling. 


Tenpernents sought include varied dutles, matching speci{led instructions, 
working witn others and precision and accursacis. 
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Interests inpliz! are lusiness contact wlth people, routine - systen, 
machines and procedures and tangible results. 


Applicants hired to {iLL vacancies include the aso ranges of 0 to 3 and 
-grenter thon 10, It ie split as 6 how Long they stay. Upon. Leaving the post- 
tion, employees will generally go elsewhere and fifty percent (50%) of the 
Respondents indicate that additional sales clerks will be enployed in the next 
atx months to one year. 


Customer Sermrice Specialist : See Table & 


The following represent the responsibilities of major importance: 
Maintaining an information service desk 
Maintaining store services for customers 
Carrying out miscellaneous duties 

Taaining desired is either onathe-~jol or prior experience and the job 

responsibilities are not expected t9 change in the near future, 

Aptitudes sought include verlal, numerical, clerical, spelling and grammar, 

Temperment desired encircles varded duties, matching specified instructions, 

wrking with others, interpreting personal feelings, and precision and accuracy. 

Interests implied are lusiness contact with peaple, machines anil procedures 


and tangible results. 


Thdaty = echt percent (38%) indicated that they hire from 0 t6 3 people 
each year and that employees stay cn the Jol greater than a year. However, when 
they do leave, the; go elcasiere and the nuaber of positions are expected to remain 


the oat. 


Oboerwing safety procedures 

Performing customer seruices 
Handling coin and currency 

Handling deposite 

Cashing checks and redeening land 

Handling savings withdrawals and. accepting payments 


Training needed io primarily on-the-go and the sb adipnaatiuiibied Gee-rat 
expected to change. 


Aptitudes sought include verlal, numerical, clerical and mechanical, 


Temperments desired enlody varied duties, working with others, set pro~ 
cedures and precision and accuratif. 


Interests alluded to are lusiness contact with people, routine - systen, 
communication of ideas, machines and zangible reoulte. 


Thin, percent (30%) responded that the number of vacancies fillec each 
year is greater than ten, yet enployees stay on the job greater than one. year. 
When Leaving, they generally go elsewhere and. the number of positions will renain 
the oame in the next sx months to one year. 


Noteworthy is that moat banks contacted promote from within, 


General Sales Person : See Table 10 


Researching product and market 
Planning call schedule 

Maintaining and handling promotional natertal 
Perforning custoner sermice duties 


The tupe of. training. needed in on-the-job and the Job responsibilities are 
not expected to chanae. 
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Aptttudes supported are verlal, numerical, clerical, spelling and grannar, 


Tenpernents sought include varied duties, matching specified instauctions, 
working with others, influencing other people's ddeas, interpreting personal 
feelings, deciston naking, risks, and precision and accuracy, 


Interests desired are. luciness contact with people, communication of ideas, 
machines and tangible results. 


Faon 0 to 3 applicants are hired each year and they stay greater than one 
year. They generally go elvemrere when Leaving the position and the expected : 
number of positions will remain the same, 


Real. Estate Sales Persen : See Table 77 


The most inportant responsibilities of thie occupation Include: 
Managing the rental af apartnents 
Obtaining special Listings 
Handling acquisition and sale of income property 


ALL xesponethilities are abie to be taught in high ociwal, yet on the Jol 
draining de taportant, The respondents indicated uncertainty as to uhether or 
nor the responsibilities will change. 


Aptitudes, tenpernents and interests do not glve a true picture of the 
Real Estate industry aco eighty percent (80%) of the companies did not conplete 
thie portion of the questionnatre. 


; | 
ERIC : 


VALIDATION INSTRUMELT 


Tratning. Needed. WAL I2 Change 


MAKI RESPONSIBILITIES 


8329 302 12.9 5807 16.7 16.7 6.5 25.8 67.7 
4129 16.7 41.9 9.7 3505 19.4 3-2 25.8 54.8 
67.7 907 22.6 32.3 25.8 19.4 6.5 22.6 54.8 
45.2 32.3 22.6 29.0 38.7 12.9 9.7 29.0 54.8 
3505 1904 $109 22.6 19.4 9.7 3.2 19.4 51.6 
29.0 29.0 38.7 18.1 22.6 $5.2 6.5 19.4 51.6 
19.4 1601 58.7 12.9 12.9 16.7 6.5 16.7 38.7 


OOCUPATIONAL PREPARATION ARALUSIS CHART 


verbal ‘ clerical 77. 

numerical nechanical 
abstract opelling 

spatial grammar. 58, 
TENRPERTETS = 
varted duties, frequent change 48. repented, set procedure 

matching spect{ied inattuctio directing and planning for others 
working with others working alone and apart 

dnfluencing other people's ideas risks, unexpected events, emergencies 
interpreting perconal feelings 29 NG teen ener 

making empirical judgements, dectoto precision, accuracy 
SIOERESTS 8 
dealing with things and objects 2. actence and technology 

lusiness contact with people machines and procedures 
routine, systen 48 social welfare 

comuuricarion of ideas 22. abstraction, creativity 

tanylhle recults 


Table 1.3 : Bookkeeper 
Total Number of Questionnalres Filled Out - 37 


1. Please estimate how many applicants are hired each year to {ill vacancies. 


0-3 54.8 GT 10 229 
3-5 6.5 No response. 904 
6-8 6 


dess than one year 1209 
more than one year 6767 
no response 94 ; 
me 4 
3e When an employee Leaves this pacttion, uhere do they generally go? ° 
elseuere 3505 
étay in company 35.5 
no Xesponse 29.6) 


4. hat t6 the expected change in the number of positions that will be avoilalle in the next ox nonthes 
to one year? 
more 22.6 
des 6.5 
dane. 51766 


no Xeopanse. 1904 
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VALIDITION INSTRUMEIT 


Table 2.1 : Clerk-Typlet 


 pididdad. 


07. Performs typing duttes 
QQ. Acts as receptionist 


03. Files and maintains 
file records 


04. Performs mail handling 
duties 


05. Performe finance and 
accounting dutles 
06. Deals with personnel 14.6 37-5 43.8 18.8 3705 4.2 2.7 27.7 50.0 
07. Reproduces data 
08. Maintains office supplies 


09. Onerates other lusiness 
machinery 


Table 2.3 2 Clerk-Typlst 
Total Number of Questionnatres Filled Out ~ 48 


Te Please estinate how many applicants are hired each year to fill vacancles. 


0-3 41.7 Greater than 10 12.8 
3-5 78.8 To response 14.6 
6-8 6.3 


2. About how Long do employees stay on thie gol? 
4ess vian one year 70.4 
morte than one year 7229 
no responce. 16.7 


3. When an employee Leaves this postition, where do they generally go? 
eloenhere. 4167 
stay in company 39.6 
no +esponse 78.8 
4e What te the expected change dn the nunber of positions that whl be avatlable in the next tx northa 
46 one year: 
more. 22.9 
4es6 4e2 
oane. 5603 
no rXesponse. 16.7 


Oe 
ERIC 


VALIDATION INSTRUTELT 


Table 3.7: Legal Secretary 


OCCUPATIONAL PREPARATION RIVLYSIS CHART 


jetial clerteal 
nunesica 27 aechantzal 
abstract apelling 
spatial granaar 
TEPERELT 
varted dutles, frequent change 7 repeated, set procedure 
matching opecipled instructions directing and planning for others 
worting with others asehing alone and apart 
influencing other people's ideas ateke, unexpected events, energencles 
dnterpreting perio al feelings analyzing facts and figure. 
making empirical gudgenents, decielone precteton, acciracy 
SIOERESTS 
dealing with things and oljecte sctence and technology 
lusiness contact wlth people machines, procedures 
routine, sy ten soclal welfare 


Oe 
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a 


no xeoponse 

2. About how Long do enployees stay on thls fob? 
amore than one year =-«»& 
no xesponee 907 


3. When an employee Leaves this position, where do they generally go? 


eloewhere 7207 


etay in company 78.2 
no Xesponse. 
4. lhat lo the expected change dn the number of positions that will be avallable in the next olx months 
to one year? 
more 
cane. 
no Xesponse. 
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Table 4.7 : Personnel Clerk 


MAJOR RESPONSIBILITIES 


01. Perfarne hiring dutles 


VRCIDAFION INSTRUMELT 


‘do 


IC 


[ 


Table 4.3 : Personnel Clerk 


Total. Number of Questlonnatres Filled Out - % 


1. Please estinate how many applicants are hired each year to {LLL vacancies. 


dese than. one year 4.2 


elsenhere 3705 
stay tn company 4107 
no Aesponse 20.8 


4. hat 1s the expected change in the nmber of posttions that will be avellable in the next atx months 
to one. year? 
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VALIDATION INSTRUELT 
Talle 5.7 : Receptionist 


Inporrzance Trainine Needed iL Jt Chance. 
a) 
9 2 28 
+ 4 
: 
8 = 5. 3 : 3S 3 & 

FAJOR RESPONSIBILITIES 
01. Receives visitors 97-0 0.0 2.2 62.3 333 2.2 2.5 26.7 711 
02, Handles telephone and 97.7 8.9 0.0 20.0 7303 6.7 6.7 eS 68.9 

conmunication avstene 
04. Perforns 4uping skills 37.8 37.6 44 62.2 1728 202 4.4 28.9 5768 
05. Perforne miscellaneous 28.9 57.8 6.7 28.9 55.6 0.0 8.9 28.9 Suk 

duties 


Table 5.2 : Receptionist 
PT ITUDES 
verbal 84.4 clerical 8 
numerical 6 mechanical 
ahateack 4.4 opedling 7 
apardal qramunar. 778 
THPOLELT 
varied duties, Lreruent chance, 60 repented, set procedure 
matching, spectfied instructions 5303 dhrecting. and planning for other 
working. with others 7 working adene and apart 
induenctar ather people's ideas 700 rinks, unexpected events, energenctes 
inienprerdng, personcd feelings ing q 


OCCUPITIONUL PREPARATION UVMUSIS CRT 


wh clence and technolo 

7303 machines, procetirres 
48.9 social welfare 

2e abstraction, creativity 
708 tangible reste 


Table 5.3 : Receptionist 


Total Munber of Questionnaires Filled Out - 45 


Te Please estinate how many. applicants are hined each vear to fill vacancies. 
0-3 84.4 
3-5 4.4 
no Response. 7722 
2. About how Lona do enplovyees stay on thie gal? 
4ess than one year 1506 
more. than one vear 7506 
no Response. 8.9 
3. When an enployee Leaves this position, where do they generally. go? 
edacuhere 42.2 
tay. in company 40.0 
no response 1728 
4 


o hat 46 the expected change tn the number of positions that wilt be araitalle in the next six nonths 


to ane. year: 

more. 8.9 
Leas 8.9 
eam. 7303 
no response 8.9 


Table 6.7 : Secretary 


(JOR RESPONSIBILITIES 

07. Tupes 100.0 0.0 0.0 9207 4.9 2.4 0.0 22.0 78.0 
02, Files 7302 4.4 2.4 56.7 36.6 73 2.4 22.0 75.6 
03. Takes Dictation 63.4 2903 723 7302 723 74.6 2.4 29.3 65.9 


04, Tranacrthes 5307 4307 712.2 67.0 44 9.8 0.0 2923 65.9 


4g, 


05. tandles appoininents 6509 26.8 703 4309 41.5 9.8 2.4 22.0 7302 


06. Performs mail handling 67.0 29.3 9.8 41.5 43.9 4.9 0.0 22.0 70.7 


dated duties 


OCCUPATIOWL PREPARTION UALUSIS CHRT 


SPT ITUDES 

verlal 62.9 clerical 78.0 
numerical 70.0 nechancdad, 723 

abstract 9.8 pelLinn 78.0 
spatial 4eQ hanna 82.9 

TERPERELT 

varted dutles, frequent chanc. 6 repeated, set procedure 3767 
matching. epect}ied inatrmctions 4309 dinectinc and planninc. for othere 14.6 

working with others 65.9 worling alone. and enarr Me 
dnpluencing other people's ideas 17.7 risks, unexpected events, enermencies 14.6 

dnterpreding personal Leelincs 46.3 anadizine. facts and Licures 34. 
nakine. enplrical judeenents, decistons %.4 precision, accuracs. 5367 


INTERESTS 

dealing with thins and obzects 1701 
dusiness contact with people 7302 

agutine, austen 36.6 
communication of ideas 47.5 

prec ine, esteen 1406 


a? 


Tale 6.3 : Secreta 
Total Number of “uestionnaines Filled Out - 47 


7. Please estinate how men. applicants are hired each. year. to Lidl vacencics. 
0-3 5307 Greater than. 10 17.1" 
325 14.6 
6-8 9.8 


2. our hor Lone. do enplowees stay on this job? 


4ess than one tear 2.4 
nore than one vear 87.8 
no Responses 9.8 


2. Wen an employee leaves this posttion, where do they cenerally co? 
elaenhrere 46.3 
sta. tn compar: 347 


no response. 79.5 ~ 


he ‘har is the expected chance in the nunber 0% positions that will Le available in the next eix nonthe 


40 One vear: 
9.8 
0.0 


9.8 


URLIDATION INSTRUELT 
Table 7.7 3 Sales Clerk 


Importance. Training Needed. WELL J4 Change. 
CYJOR RESPONSIBILITIES $ i 3 3 : i s 3 RS) 
07. Opens for the day 25.0 33-3 4767 16.7 58.3 0.0 0.0 50.0 25.0 


06. ttandles employee sales 


07. Alwerves deliveu 
recudations 


08. Accepite currency, and 
cash documents 


09. latntotine workis ue cash 
fund 


10. Follows return proceriue 


UALIDTION INSTRUEITD (cont. ) 
Table. 7.7 Sates Clerk 


Inportance Taatnine. needed WAL Jt Chance 
> 
$3 
(> 
, 3 r $ : 
MAJOR RESPONSIBILITIES & cz aa 3 & S, & 
11. Corrects errors 50.0 3323 16.7 33-3 50.0 0.0 0.0 41.7 50.0 
72. Fottous apecial pro~ 6667 2520 8.3 2520 7520 0.0 8.3 58.3 33.3 
cedures 
13. Observes merchandise 25.0 1607 583 167 50.0 0.0 0.0 41.7 33.3 + 
controls o; 
14, Akserves inventor 2520 16.7 583 16.7 50.0 0.0 0.0 41.7 3503 
shartage controls 
15. Charres sales tax 41.7 8.3 50.0 16.7 50.0 0.0 0.0 41.7 3303 
76. Clases a2 the da 2500 3303 4707 8e3 58.3 0.0 0.0 47.7 33.3 
17. Perfarns other apeciad 3303 25e0 8.3 8.3 41.67 O0 0.0 16.7 3363 


duties 
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Table 7.3:Sales Clerk 
Total Numer of. Cucsttonnalres Filled Aut = 12 


1. Please estinate how many applicants are hired each year to Lill vacancies. 


4, Mer is the expected change in the number of pasttions that will be available in the next six nonthe 
to one wear: 


VULIDTION STREET 


FAJOR RESPONSIBILITIES 


07. latniains an trforation 88.9 566 5-6 38.9 56.0 506 5.5 38.9 50.0 

02. llaintatns store sew ees 44.4 5.6 44,4 22,2 3323 44.4 5.6 33-3 3323 
for custoner 

03. Processes credit 7727 33.03 50.0 262 16.7 5.6 0.0 38.9 27.8 
applications 

38.9 5.6 16.7 778 0.0 1707 = 389 4404 


04. Carries out nlecellanesus 55-6 
dutles 


COCUPATIOVL PREP REATION MLISIS CHART 


Table 8.2 : Custoner Service Specialist 

UT ITUDES 

vertal clerical 
nunertoal nechanckal. 

alatract opedling 50 
spatial quannar 

TEPER 

varted duties, frecuent change. repeated, set procedute 22, 
matching spect{led instauctions 50 directiiuz and planning for others ot 
dnfluencina other peaple's ideas 2, risks, unexpected events, energencies 

interpreting personal feelings 44 analyzing facts and fares 27 
naking enpirteal judgenents, decisions 7 prectelon, accuracy 


SITERESTS 
dealing with things and objects 5e aclence and technolowy. 
business contact with people 7202 machines, procedures 50 
routine, ssten 22,2 social welfare 
communication of ideas 3303 abstraction, cr0eatluly, 
& 


Ic 


[ 


JTable 8.3 2 Customer Sermdtce Specialist 


Total Nunver of Cuestionnaires Filled Out - 18 


1. Please estinate hou man! applicants are hired each rear to (dL vacancics. 


0-3 38.9 8-70 506 
3-5 22.2 Greater than 10 5.6 
6-8 16.7 no Response 16.7 


2. Nbout how lone. da enplovees star. on tls Jal? 


dese than one ear 17.7 
nore than one wear 778 
Wt 
no Aesponee. 77.7 Td 
on 
=t 


3. When an enplover. Leaves thls postition, uhere do the, cenerall, ao? 


eLocufierce 44.4 
ota. In compan 38.9 
no response. 76.7 


4. Uhat Le the expected channe dn the nunier of positions tha’ wilt be avallatle in tre next lx ronts 
to one. year’ 


mare 16.7 
4es6 16.7 
Ome. 55-6 


no Aesponsce. 1727 
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VALIDITION INSTRULELT 
Table 9.7 : Bank Teller 
InporsAance Taakninc Needed UAL J4 Chane 


: 3 
[YIOR RESPONSIBILITIES 4 3 53 3 i ; S A) 


07, Olwerwes safer pro- 90.0 0.0 70.0 40.0 60.0 0.0 70.0 30.0 60.0 
cedures 
02. Perforns customer 90.0 0.0 70.0 20.0 80.0 0.0 70.0 30,0 60.0 
BCRUALED 
03. Handles coin. and. 80.0 20.0 0.0 60.0 40.0 0.0 0.0 40.0 60.0 a 
CLAN). : 
04. llandles depostts 90.0 10.0 0.0 79.0 90.0 0.0 70.0 30.0 60.0 
05. Cashes checks and 70.0 0.0 30.0 30.0 60.0 0.0 0.0 40.0 50.0 
rcdeems bonds 
06. llandles savings wlhth- 100.0 0.0 0.0 70.0 90.0 0.0 0.0 40.0 60.0 
drcuxtls and accepts 
parments 
07. Perforans Loal-keeping. 0.0 50.0 50.0) 30.0 30.0 0.0 0.0 40.0 30.0 
faincktion 
08, Performs ratntenance. 0.0 30,0 70.0 70.0 30.0 0.0 0.0 30.0 40.0 
duties 


‘<) 


OCCUPATIONAL PREPARATION ANALYSIS CHART 


Table 9.3 : Bank Teller 


Total Number of Quesitonnatres Filled Out - 70 


1. Please estinate how many applicants are hired each year to fill vacancies. 
0-3 70.0 8-70 20.0 
3=5 20.0 greater than 70 30.0 
6-8 


2. About how Long do employees stay on thie Jol? 


dess than one. year 0.0 
more than one year 90.0 
no response. 70.0 a % 


3. When an employee Leaves this position, where do they generally go? 
eLoemhere 60.0 
stay in company 20.0 


4. What 40 the expected change <n in the number of positions that will le auitalle in the next six months 
40 one year? 
mare 30. 
dese 0. 
oame. 60.0 
70. 
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VALIPITION INSTRUPEIT 


Table 710.7 : General Sales Person 


Inpoxtance. Training. Needed WAL Jt Chance. 


me BELLE Hat, 


07. Researches product and 50.0 50.0 0.0 25.0 33.3 47. 8.3 50.0 47.7 
marker 

02. Plans call achedute 58.3 25.0 16.7 16.7 4167 25.0 8.3 41.7 33-3 

03. flatntains and handles 50.0 33.3 16.7 16.7 75.0 8.3 8.3 41.7 50.0 
pronotional material 

04. Performs customer ser- 58.3 25.0 8.3 25.0 50.0 16.7 8.3 47.7 4147 
vice duties 

05- Perforns clerical duties 8.3 66.7 25.0 58.3 25.0 0.0 8.3 47.7 3323 


06. Performs other duties 33-3 47.7 6.3 0.0 7520 0.0 6.3 33-3 33-3 


OCCUPATIONAL PREPPRITION ANALYSIS CART 


Tale 10.3 : General Sales Person 


Total Number of Questionnaires Filled Qut - 72 


1. Please estinate how many applicants are hired each year to Lill vacancles. 


2. About hou dong do enplovees stay. on this gol? 
more. than one year 83.3 


no response. 1607 


3- Uhen an employee Leaves this position, uhere do the generally go? 


elsewhere 50.0 
stay in company 2520 
no Response 25.0 


4. that io the expected change in the. number of positions that will be available in the next six manthe 
4o one yen: 
deans 8.3 
Adie. 7500 


no Aesponse. 16.7 
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Table 71.7 : Real Estate Sales Person 


MAJOR RESPONSIBILITIES 
01. Manages office 


02, Manages rentina of 


Inportance. 
8 

40.0 30.0 
50.0 20.0 
70,0 40.0 
20.0 30.0 
€6..0 40.0 
90. 0 10. 0 


VALIDATION INSTREELT 


0.0 


40.0 


70.0 


0.0 


700.0 0.0 
90.0 70.0 q 
4 
700.0 0.0 
sO 
WwW 
90.0 70.0 
90.0 70.0 
700.0 - 0.0 
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Table 11.2 : Real Estate Sales Person 


APTITUDES 
verbal 20 
numerical 20 
abstract 
apartial 
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Table 11.3 : Real Estate Sales Person 


Total Nunber of Questionnaires Filled Qut - 10 


1. Please estinate how man. applicants are hired each vear to fill vacancies. 


0-3 60.0 
3-5 20.0 
ne rxesponse 20.0 


2. Mout how Long. do enplouees stay. on this Jol? 
4ess than one year 40.0 
morxe than one wear 60.0 


3. When an enployee Leaves this position, uhere do the. generally go? 
edseuhere 700.0 
4. Uhat ie the expected change in the nunber of positions thet will be avatlalle tn the. next six monthe 
to one years 
more, 20.0 
des 20.0 


Ame. 60.0 
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Part VU 
Statistical Information 
The 
dnfornarion which is presented tn this section of the report represents 


oe 
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How to read the data: 
17.1% of all secretarial o-cupations were eurweyed in liilnington 
21.9% of all responses from Wilmington were in the sectetartal occupation. 


Sales Clerk 


Customer Service 


Fank Teller 


General Sales 


Real Estate 


1707 
27.9 


71607 
15.6 


10.4 
1526 


9e7 
307 


ted 
37 


7303 
78.8 


25-0 
904 


Fuel 


904 


0.0 
0.0 


8.3 
3e7 


0.0 
0.0 


703 
78.8 


6.5 
7125 


6.3 
78.8 


0.0 
0.0 


4.2 
6.3 


6.7 
78.8 


8.3 
6.3 


1767 
72.5 


0.0 
0.0 


8.3 
6.3 


0.0 
0.0 


1707 
27.9 


907 
9.4 


1265 
78.8 


0.0 
0.0 


16.7 
12.5 


1506 
27.9 


8.3 
307 


167 
6.3 


70.0 
307 


8.3 
307 


0.0 
0.0 


Title of. Occupation. by Town of Company 


ri 0 


0.0 


0.0 


25.0 


0.0 


2520 


0.0 


0.0 


0.0 


50.0 


+09 
1607 


6.5 
16.7 


4.2 
1607 


0.0 
0.0 


8.3 
1607 


4.4 
16.7 


0.0 
0.0 


11.7 
16.7 


0.0 
0.0 


0.0 
0.0 


0.0 
0.0 
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Secretary 
Bookkeeper 
Clerk Typist 
Legal Secretary 
Personnel Clerk 
ReceptionLet 
Sales Clerk 
Customer Seruice 
Bank Teller 
General Sales 


Real Estate 


2.4 
12.5 


302 
12.5 


2.7 
12.5 


0.0 
0.0 


4.2 
1205 


2.2 
12.5 


0.0 
0.0 


5.6 
72.5 


0.0 
0.0 


8.3 
12. 


70.0 
1205 


w 


2.4 
1he3 


6.5 
28.6 


4.2 
28.6 


0.0 
0.0 
0.0 
0.0 
2.2 
72.5 
0.0 
0.0 


5.6 
72.5 


0.0 
0.0 


0.0 
0.0 


0.0 
0.0 


Title of Occupation tn: Toun of Company (cont. ) 


0.0 


70.0 


61 
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Hew to r20ead the data: 


Tan. of the Conpan, lr, Industrial Claselfication 


87.5% of. all occupations surweyed in Stonehan ure characterized ly Manifocturina 
ufich represents 4.5% of all occuputions surveyed {.m the Maruwlacturtng Industry. 


Utintngton 


Peabody. 


No, Andover 


Manufrcturing 


lholesale- 
Retail Trade 


0.0 
0.0 


0.0 
0.0 


707 
8.3 


0.0 
0.0 


6.3 
16.7 


50.0 
3303 


2520 
803 


0.0 
0.0 


0.0 
0.0 


2520 
1667 


14.3 
8.3 


0.0 
0.0 


0.0 
0.0 


0.0 
0.0 


Finance~ ” 
Insurance. 


12.5 
2.0 


0.0 
0.0 


30.8 
8.2 


0.0 
0.0 


3103 
20.4 


37.05 
6.7 


50.0 
4e1 


0.0 
0.0 


0.0 
0.0 


25.0 
bel 


0.0 
0.0 


0.0 
0.0 


87.5 
1403 


80.0 
8.2 


2526 
20.4 


1302 
10.2 


12.5 
2.0 


Services 


0.0 
0.0 


715.6 
12.5 


0.0 
0.0 


12.5 
520 


6.3 
520 


12.5 
205 
2520 
25 


23 
75-0 


0.0 
0.0 


50.0 
70.0 


0.0 
0.0 


0.0 
0.0 


72.5 
2.5 


20.0 
2.5 


77 
705 


23.7 
2245 


62.5 
12.5 


Title of Occupation le, Industrial Classification 


How to read the data: 
63.4% of all secretaries surwened were ftom the Manufactuaing Induetay wich re~ 
presents 16.9% of all the Manufacturing Litns ue responded, 


fanufacturing Relesale- Féinance~ Seruices 
Retail Trade Jneurzance. 

Secretar: 63.4 0.0 19-5 14.6 
16.9 000 16.3 15.0 
Bookkeeper 71.0 6.5 9.7 9.7 
14.3 16.7 6.7 705 
Clerk Typeset 7520 0.0 14.6 10.4 
3.4 0.0 14.3 12.5 
Legal Secretary 2723 0.0 0.0 63.6 
7-9 0.0 0.0 7.25 
Personnel Clerk 62.5 0.0 20.8 12.5 
967 0.0 10.2 725 
Receptionist 68.9 0.0 1323 11.17 
20.7 0.0 1262 72.5 
Sales Clerk 50.0 4167 0.0 8.7 
368 41.7 0.0 2.5 
Customer Seruice 55.6 506 5.6 3303 
6.5 8.3 2.0 1&0 
Bank Teller 0.0 0.0 90.0 10.0 
0.0 0.0 18.4 25 
General Sales $7.7 3303 0.0 25.0 
3.2 33.3 0.0 705 
Peal Estate 0.0 0.0 700.0 0.0 
0.0 0.0 20.4 0.0 
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Title of Occupation ly Hou Long Do Persons Stay tn thls Position 


Hes to real the data: 

87.8% of all secretarial responses indicated thar secretartes stay on the job 
greater thon a year, The secretarial occupation comprises 183 of all occupations 
eurveed indicating that the incumbent will sia on the gol greater than one 


yen. 
fess than one. year Mar 2. than one. year 
Secretar 2.4 87.8 
344 18.7 
Bookkeeper 12.9 67.7 
1308 10.6 
Clerk Typist 10.4 7209 
77.2 7.6 
Legal Secretar, 0.0 90,0 
0.0 5-0 
Personnel Clark 4.2 8.3 
304 10.7 
Receptionist 75.6 75.6 
eT 17.7 
Sales Clerk 3203 3303 
73.8 2,0 
Qisgterer Seruice es 7728 
6.9 7.0 
Bank Teller 0.0 
0.0 90.0 
4.5 
General Sales 0.0 
0.0 3.3 
5.0 
Real Estate 40.0 
1308 60,0 
3.0 
Oleezvatton+ 


The {ites out uid for the mast part palnitad cut that the aajorlt, of the 
personnel stay on the Jol greater than a year, 
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Title of Occupation ly When People Leave This Posttion, here Do They Go? 


Hour 20 read the data: 

34.1% of all secretartal responses infer that when a secretary Leaves the posttion, 
he or she will remain in the company occupying another occupation. 

The. secretartal occupation encompasses 16.3% of all occupations surmreyed uho ine 
dicated that the enployee will stay with the company in another capacity. 


Stay Elsemhere 
Secretary 34.7 46.3 
716.3 1503 
72.8 8.3 
Clerk Typlst 39.6 4107 
22.7 1607 
203 6.5 
Perwonned Clerk 4167 3705 
771.6 723 
Receptiontst 40.0 42,2 
20.9 1503 
Sales Clerk 0.0 id 66.7 
0.0 6.5 
Customer. Serurice 3809 44.4 
8.7 6.5 
Bank Teller 20.0 60.0 
203 4.8 
General. Sales 2520 50.0 
305 4.8 
Real Estate. 0.0 700.0 
0.0 8.7 


Okservation: 
A high percentage of enployees staying in the company would tndicate that there 
4s considerable upunrd or lateral mobility, for that occupation. 
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Title of Occupation ln. Changes Foreseen in the lumber of Positions Avatlable 


How to read the data: 

80.5% of all secretarial occupations surveyed indicate that there will be no change. 
din the number of secretarial posttions in the next six nonthe to one year ufich 
represents 19.6 of all respondents uho indicated there will be no change in the. 
nunbear af positions 


Tithe of Occupation. Ly How Many Persone are. Hired Each Year to Fill Vacancies 


Hers to read the data: 

53.07% of all secretarial occupations ewureyed indleate that between 0 and 3 persons 
are hired to {LLL vacancies each year. 14.5% of all responses indicating. from 

0 to 3 persons are hired to {LU vacancles are tn the occupation of secretauy. 


0-3 35 6-8 8=70 GT 10 
Secretau 5367 14.6 $09 0.0 17.7 
1465 20.7 20.0 0.0 23-3 
Bookkeeper. 54.8 6.5 6.5 0.0 12.9 
1702 6.9 20.0 0.0 7323 
Clerk Typtst 42.7 18.8 6.3 0.0 78.8 
7302 37.0 30.0 6.0 30.0 
Legal Secretary 90.9 0.0 0.0 0.0 0.0 
6.6 0.0 0.0 0.0 0.0 
Peroonnel Clerk 83-3 4.2 0.0 0.0 0.0 
1302 34 0.0 0.0 0.0 
Receptionlst 84.4 4.4 0.0 0.0 0.0 
25.0 6.9 0.0 0.0 0 
Sales Clerk 25.0 8.3 0.0 0.0 25.0 
2.0 3.4 0.0 0.0 10.0 
Customer Sermice 38.9 22,2 11017 5.6 5.6 
4.6 7308 20.0 33.3 3-3 
Bank Teller 20.0 70,0 710.0 20.0 30.0 
103 3.4 70.0 66.7 70.0 
General Sales 50.0 8.3 0.0 0.0 2520 
329 304 0.0 0.0 70.0 
Reak Estate. 60.0 20.0 0.0 0.0 0.9 
309 6.9 0.0 0.0 v.0 


Observation: 
Among the eleven accupations surveyed, consenus was that between 0 and 3 
persons were hired each year. 
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Changes Foreseen in the lumber of Positions Avatlalle ly Industral Classification 


How to read the data: 
14.9% of ait Manufacturing firme surveyed stated that theae will le mare positions 
avatlable in the near future utile 68.2% stated that there would be no changes 


Manufacturing Uholesale- 
Retail Trade 
14.9 2520 
309 0.0 
68.2 7520 


Finance- Services 
Insurance. 

78.4 15.0 
20.4 205 
5347 5520 


When Peaple Leave this Position, Where Do They Go Ly Industrial Claselfication 


How to read the data: 
38.3% of alt Mlanufacturina firme surveyed stated that enployees stay within the 
finn in another capacity unen Leaving those occupations swureyed. 


Manufacturing lholesale~ 
Retail Trade 
38.3 8.3 
42.9 83.3 
68 
[~ WA 


Financer Services 
Insurance. 

3407 1705 
5307 42.5 


Hen Many Persons are Hired Each Year to Fill Vacancies ly Industrial Classification. 


How to read the data: 
Of all lusinesces wlio hire from 0 to 3 persons each year to {iLL vacancles, 62.5% 
of the respondents were from Tunufacturing uich represents 67.7% ~f all Manu- 


facturing Aespondents. 
Manufacturing Wnolesale- Finance- Sermices 
Retail. Trade. Inaurance. 

0-3 62.5 309 17.7 17.8 

67.7 50.0 5307 45.0 

3-5 5167 3.4 17-2 24.7 

Ge7 8.3 10.2 17-5 

6~8 50.0 0.0 30.0 20.0 

302 0.0 6.7 520 

8-10 0.0 0.0 66.7 3323 

0.0 0.0 4.7 2.5 

GT 10 6323 7303 2323 0.0 

3 3303 14.3 0.0 


How Long do Persons Stay in thle Posttion ly Industrial Classification 


tlow to read the data: 
70.4% of the Manufacturing respondents indicated that their enployees stayed Less 


Aha Oe YeUr. 
flanufacturing thalesale- Finance- Serm-ces 
Retail Trade Ineurance 
Less than one year 10.4 25.0 14.3 5.0 
Mare than one year 76.6 7500 77.6 67.5 
Observation: 


(UL industries indicated that a high percentare of employees in these occupations 
stay more than one year. 
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Part UI 
"In. Hovae' Taaining Praogranes 


During the survey interulew, businesses were acquainted with the Marth 
Reading High School offerings in Occuwilonal Education, Briefly, the llorth 
Rearing High School eatodies a ork - Study Program, Distrlintive Education 
Paogram, ao well as three unique pilot Cooperative Education Paograns. 


The first. Le 0. wersice - repalr progran spcnected iy Volkemgon of Amertoa, * 
Northeatern Distrilutorsrip, located in ililnington. Selected students are 
extended the opportunity to train along side of presently enployed Volkeungon, 
Porshe and Audi serrtce repalr technicians, Uolkemgon of America in Wilmington 
hae extended ite facilities to these qualified youth as openings tn the train~ 
dng, achedule develop. 


The second 46 a lank teller progaan sponsored ly the Arlington Five Cent 
Savings Bank, Again, interested qualified students are extended the opportunity 
2o develop the skills necessary to competently perfor the occupation of a 
dank teller. 


In the above mentioned programs, students rere extended the opportunlty to 
develop a saleable shill tlle still in high school. The young taainees are not 
exployed ly the establismments, and neither party Lo obligated to hire nor le 
hired. The purpose of thece programs 4s to vety slaply provide saleable skill 
opportunities to interested students, Students must receive the written pet~ 
aleston of their parents, teachers, and school adainistreator to Lecome eli- 
gisle for the progran. 


Training tn these occupations 1s cenducted during the day, ( as in the dn 
stance of Velkamgon of Anetica, 8:30 - 5:00 for 32 days, in the case of the 
7° 
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Bank Teller Program, 8:00 - 12:00 ox 12:00 ~ 4:00 for 80 hours. ) 


The instruction pertad at Valkewngon of Anerica wae not consecutive. days, 
dut rather spread out over the school year, The Bank Taller Program's tine 
dine was from May 28 t0 Jul 71 with students alternating thelr training schedules 
fron day to day. 


The third progran 4s tn the area of Real Estate. Interested students arrived 
to school an hour before classes were scheduled to begin 00 that they could 
participate in a Real Estate Course. The purpose of the course nus to provide 
the students with the necessary information and Lackgraound to successfully, 
attain thelr Real Estate Saleaman's Licenses. 


In all three instances, the estalblichnents ptovided tts service to the 
achool systen, Of course, it is to the firms advantage to provide these train- 
dng progume in terns of "all - ready trained potential employees. " Yet, the 
students trained received instruction they would athersice not have had. In 
other words, one hand wishes the other, However, Lt should Le pointed out that 
students cid not" just go to work and Learn ly doing", but rather, a compre-~ 
hensive currtorlun ure established utilizing performance. standaads. The stu~ 
dent was aunre at all time where he had Leen, uhere he 46 and uhere he is going. 
The curriculua was developed in cooperation with the high school ly the individual 
finns. 


Jt should be dlecussed here that 2 io not the intention of this report to 
dindtiate the actions of energetic school systems to contact Velkewgon of Anerica 
or the Arlington Five Cent Savings Bank to place students in the exteting pro- 
groans. Rather, the purpose has been to demonstrate that there are responsible. 
lusiness establishnents in this region who would be willing to cooperate with the 
various school systeno. 


Businesses surveyed were asked if they would le interested ina sinilar 


training situation being established -in their Lian. The majority of responses 
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Part VII 
Highlights 

The research project entitled Regional Ascesoment and Perticlpative Evaluation 
has identified eleven occupations for uhich there is an expected high degree af 
eaployability {cx qualified high echool graduate. 

For each occupation surweyed, the major and minor responsibilities have been 
defined as well as where the training needed should take place to competently 
perform these occupational respsnsibilities. 


Those Aptitudes, Tenpernent and Interests necessary for jol success have been 
brought forthe 


This project has developed a methodology for researching the occupational 
communtiy 


A Listing of all Lirne within each comunity has been developed ly. size of 
the company, where it is located, number of employees and ly 55 Coding. 


Employment trende have been identified for each of the eleven cccupations. 
Business contacts have Leen made and communication channels established. 


Ausinesoes in the area unnt better qualified entu, Leved employees and arte 
willing to help develop these. qualifications ufile the students are in high echoc. 


The industrial community has been identified for the seventeen toun region. 


Project Regional Assesanent and Partictpatiire Evaluation initlates the frst 
educational collalorative in Occupational Education with in the region. 


A detailed List of other ensw. Level positions was ales identified ly the 
dusinesses surveyed, UCR ere 
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This report strongly, urges that Education Agenctes should: 


Develop course content cround the major and minor responsibilities 
chited for each occupation 


Stress accuracy in typing lusiness forme and Lette as opposed to 
apeed in "social " typing 
Initiate transcription courses stressing lusiness communications and 


granada 


Establish training prograns within the Occupational Conmuntty utilizing 
the expertence and expertice af the responsible industries 


Implement Simulation Courses wich reflect the atmosphere of Businese 
and. Industry 


Contact Local lustnesses and dlecover that they've all about and probe 
coopezative adventures 


Perhaps the greatest Insight experlencea Xrough thie project is that 
lusinesses are ready, willing and able to provide expertise ind asslotarce 
dn. the. DEVELOPMEIT OF EDUCATIONAL PROGRAMS THAT BENEFIT THE STUDEIT. 
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Paat VIII 


This part of the repart will dleclose those personal oleervatiane during 
this project. 


1. Personnel managers as well as incumbents were extrenely courteous, 


help{ul as well as interested in the Project. 


2. Personnel offices for the nost part were clean, lright, alr-conditisned 


and pleasant. Exceptions to this aluerwuation were evident in the "older" 
aanfacturing establishments. 


3. Industrial comments conceaning the luncheon to explain the Research 


Project were positive. Many lusinesses were excited in the fact that 
eduration wis more than interested in then and were more than willing 
to hep. 


4. Those companies with the older facilities were located in Lasrence, 


Lowell, and Haverhill ohile the greatest nunber with newer factlities 
were found in Burlington, Uslurn and Billerica. 


5. Many of the Personnel Administrators inteurtewed di not know exctly 


what the specific responsibilities of each of the occupations sureyed 
were, Very few establishments had wrltten jul descriptlons. 


6. Of those companies uho presently did not have published jol descriptions, 


many were presently i. process of compliling the job descriptions. 


7. Those companies ufo already had pullicshed jol descriptions were not too 


willing to rzelinguish them lut many did, 


8. There appeared to be a one to one ratio of male to female Personnel 


Managers. 


R41 


9. For the most part, the female Personnel Managers were younger that the. 
male managero, 

10. These firme located in the southern section of the renion appeared to 
be expanding their operation nore so than in the northern section, 

711.. lian representatisves of the various companies had attended several 
conferences concerning educational programe and expresced that there 
had been no follow ~ up. This they hoped would be corrected, 

712. Ina few instances, it wac requested that the responses collected in 
the survey tools be exanined ly superiors before releasing then to ud. 

73. Many companies presently enploy training personnel for estallicshed 
company -oponscred training programe. 

14, Personnel admintetratores indicated that the majority of high school 
students do nor know how to be intertwdewed, These same {lime ate 
willing to intervlew students and evaluate thelr performance in order 
to provide the opportunity, for students to letter thelr interviewing 
hace. A 

75. Many businesses enployed LL - Lingual receptionists and secretarles 
to lnidge the communication gaps. 

76. ALL firms appear to engage in Affirmative Action Programs, 

17. The Banking industry wants to dnmediately get involved lth establishing 
cooperative training prograne. 

18, Shorthand to a skill much tn denand ly industey asa uhole. It Ls aloo 
useful in being promoted to c higher grade tn the fit, 

719. Small Legal offices will hire a young applicant with excallent typing 
and shorthand skills and tratn hin or her to Lecone a competent Legal 
secretary. 

20. Re! Estate conpanies want yeung, personable, aggressive saleaen yet 
at the came tine aan; state that clients appear to have more confidence 
an the older " more mature " caleanan or Lroker. 

27. Most companies cursreyed pointed out that they would rather hire a high 
school graduate far clerical pssitions as opposed to graduates of 
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post-secondary education programe. 
Most companies encourage employee to further thelr education throug 
night courees cirile reinlureing the tuition cists, Howavret, (Ome 
companies stipulated that the courses would have to bo job-related 
wich aaieed the question of what "job-related" means, The flext- 
bility Lateeen {lame Ls auch. that come will pay only for those dlrect- 
ly effecting thar present ot near future Jol duties wille others 
feel that the product ef any cource wlll be a more energetic, mate 
and fonand thinking eployee. 
Stdents with a working knnsledge of accounting and bookkeeping are 
nore enployable, 
For many companies, the pasitien of secretary ts not an entry Level 
position, 
Bost companies neefer to promote facn within and not employ immediate 
family relations. 
Receptioniste usually, double as a asltchioard operater wlth cone typing. 
Clerteal positions arte nen - unionized, yet recede conpany ralees when 
the unton does. 
firme are looking to hire anle sectetaales ot clerical workers. fs 
Lt ws explained ly one peroonnel manager, the push Lt to pranote fe- 
acles into managerial positions from within the clerical positions, If 
the malas remain out of the clerical positions, then the larye organt- 
zations will fess an untalance of female administrators over male, 
Mars; job titles varied {aon company to company, yet the job duties 
were comaatative. This demonstrates a lack ef job classification 
uniformity, of occupstlonal titles, 
Accusate luslness typing skllle are ina greater demand th ‘soclal” 
ayplng stills, 
Tuanover of the clerical workers Le high due to the mobility of the young 
watt (okie, 
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32, Steno ~ poole and clerk typist pools are the prine areas to Le in 
if one wate to promoted to a secretarial position. 

33. ALL psaltions requite some Un - the - Jol training indicating that each 
camp vuys has ites oun modus Cperandi. 

34. Fost Education Agencies are becoming more willing to enter into coopera- 
dive paogkams anang thenselves and share thelr expertise, However, some 
are still very protective about entering into a collective action. 
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APPEIDIX A 


Personnel Agency Surmey 

Occupation Staying Tine Taaining 

3 monthe 3 months 7 year 7 year on-the-job eLeeuhere 
pein preitas x x x x 
Sales Clerk x x or X 
Market Research XxX xx X 
DLoplay. Person x x xx x 
Demonstrator xX xX 
a 10K xx 
Bank Teller xx Xxx 
stock Hoy 0X 0K 
oe 10K x x 
Bookkeeper X x xX 
Real E state. X xX XX 
Sales Person 
Cashier x x xX 
General Clerk X xX XxX 
Clerk-Typist x x x x 
File Clerk XX xX x 
Legal. Secretar XXX x x 
Personnel Clerk xX xX Xx 
Payroll Clerk X XX XXX 
Receptionist XxX xX Xx 
Secretary XxX xx Xx 
Accounting Clerk x X x 
Stenoqrapher KX x x 


Survey : Six Personnel Agenctes 
This surwey indicates a variety of occupations. 
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APPEIDIX A (cont.) 


Personnel Agency Survey 


The X'4 indicate the indisidual responses of the Personnel Agency Administra 
tors. The Personnel Agencies were acked " How Long do enuployees generally stay on 
the. Jol 2" for each occupation and " What type of tralning is needed for these 
occupations ?" These responses were utilized in deternining ufich occupations to 
concentrate on within the two Occupational Clusters. 


APPEIWIX B 
Standard Indutrtal. Classt{tcatton Codes Two-Mglt SIC 


SIC CODE 
Agriculture, Forestry, and Fisheries Manufacturing (cont. ) 
01 Agrteultural productio 36 Electrical machine), equip- 
07 Agatalturudl services, hunt- nent. and supplies 
dng and trapping. Transportation. equipment: 
08 Forestup 38 Paofesstonal, steati{ic, and 
i qeaphic and optical aaa 
0 goods ; 
Rinéng watches and clocks 
39 fscellanesus manufacturing 
10 Metal mining industrdes 
11 Mnthractte. 
712 Bituminous coal and lignite Transportation, cannunication, electric, 
mintng gas, and sarttau, services: 
73 Coude petrodleun and natural 
40 Railroad transportation 
14 hintie and qiauertng of none 47 Local and suburban translt and. 
metallic minerals, except fuels dnterurban passenger transportation 
42 Mater freight transportation and 
Contract Construction + *ehousing 
44 water transportation 
15 Building construction-ceneral 45 Transportation ly air 
contractars 46 Pipe Line transportation 
76 Constru:-tion other than luild- 47 Transportation senmices 
dng, construction-cenerar con~ 48 Connunication 
Anactonrs 49 Electric, aae and sanitarw 
17 Consirmuctton-pecial trade ACMALLA 
contractors 
Snolesdle and retail trade: 
Manufacturing: 
50 Rolesale trade. 
19 Ordnance. and accessories 52 Dutlddine. materiale, hardware, 
20 Food and kindred products and farm equimens. dealers 
21 Tobacco 1 53 Retail trade-ceneral nerchandise 
22 Textile mill products ea) Food ares 
23 Apparel and other 55 futonotive dealers and casoline 
products made from fabrics and 56 pparel cnd acceseon), stores 
aintlar naterial 57 Furntiure, home Luan’ sr 4 
4 funber and wood products, emept and. t AtONLs 
furniture 58 Eating and drinkine. 
25 Furniture and Lxtures 59 aceldanesus retail stores 
26 Paper and allied products 
M7] Printing, publishing and allied Finance, ineurzance and real estate. 
Anduatries 
28 Chemicals and allied products 60 BankAng 
29 Petroleun refining and related 67 Credit’ ag other than banks 
dndustrics 62 Security. and comnoditu. Lrokers, 
30 Rubber and niscedlaneous plastics dealers, exchanges, and sewices 
products 63 Insurance carriers 
37 Leather and’ Leather products 64 Insurance acents, lrokers, and 
32 Stone. clay, class and concrete acice 
65 Real estate 
33 Paina metal industries 66 Conkination o! real estate, in- 
34 Fabricated metal products, except surance, daora, lav office 
ordnance, nachine, ond trans- 67 Helding and other investments 
portation equipment conpantes 
35 ly except electrical 8} 
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APPEIDIX. B ( cant.) 


Standard Induatetal Classification Codes Two-Mott SIC 


Medical and health 
BCWUALLS 

Legal seri 

Educational services 


Total 


i 
3 
» 34 
11,522 
27, 924 
6, 548 
72, 640 
37,563 
5,152 
3,178 
1,540 
1,006 
10,918 
10,542 
15,475 
1,497 
3,794 
5,487 
8,498 


jo) 


167,702 


2,641 
4,242 
14, 687 
6,298 
9,446 
14, 802 
2,139 
7,328 
35 

527 
4,376 
35799 
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RPPEMDIX 7 
-_ 
eg i i t 
8 : 3d : & : 3 i s 3 4 3 
Unke field. 5 7 4 3 4 26 4 6.0 
leawerhtte 7 6 6 73 8 7 7 70.6 
Lawrence. 17 77 20 73 14 27 14 16.5 
Andover 6 5 9 3 2 9 3 4.4 
fo. Andover 8 3 713 7 2 7 5 2.4 
LoweLL 719 17 20 yw 76 20 719 17.7 
Billerica 3 6 3 4 4 7 2 3.6 
Temkabury 2 3 2 3 2 0.3 2 2.5 
Lynnfield 1 1 Ou1 0.3 2 0.2 0.7 1.5 
liliddLeton 7 7 7 7 0.3 0.7 0.7 7.0 
Peabodis 7 7 6 5 70 5 4 8.9 
Woburn 6 70 5 77 9 3 5 72 
BurLington. 9 12 6 3 10 3 16 5.5 
fa. Reading 7 2 0.1 2 2 0.2 1 1.5 
Reading 2 4 1 2 2 7 2 306 
Stoneham, 3 2 7 7 7 7 ES) 3-7 
Wilmington . 4 4 4 5 1 8 2.7 
700 4 43 2 25 4 78 
2 Runlere teprevent percentages el ere, aed fining hae been deleted becailoe the; xepeesent @ very 


dneignificant number enployed within the region. 
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729 

27.8 

37.3 

30.2 

68.4 

1407 

3704 
34.6 15.2 
59 2709 34.0 
11.8 523 58.7 17.8 
1008 3127 2923 27.6 
320 14.3 7.0 S352 26.6 
dlilningten 303 36.7 1.7 22.9 0.7 37.7 


*Note - The Industrial Classt{eation of Agricultnre and Mining have been deleted because ther represent 
a very insignificant number enployed with the reqton, 
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APPEIDIX S 


American Mutual Insurance Company Jason Cohen 
t Havrerhtlt 
Andover Person el Compugraphic 
Andover Winington 
Andover Service Center Contasl Data 
ver 
ArLington Five Cent Savings Bank Corurerse Rubber Company 
( in 
Arlington Trust Cerence Corporation 
Teukslury 
Atlantic Gelatine Raymond Couture. 
Reading 
Ruce Research Curley and Flynn 
Batal and Batal DASA 
“aunence, Andover. 
Beckett Realty Dynamic Research. 
Reading. Wilnington 
Bedard and Michuad Eagle - Tatlune Publishing 
North Andover 
Bernardin Realt Eaeunan. Gecarts re 
Andaver Peabody 
Bixby end Company Essex Broadway Savings Bank. 
Tanrth Andover 
Bjorkman and Lann Realty asad iia cia 
Blox Industries Filene's 
Peabody 
Bodta Paoducts Gillette Tailetries 
Andover. 
Bostik Goldman aid Assoctates 
hiddLeta Lowell 
Castle. 
5 Realty porn Petty 
Charles River Breeding Laks Gouli's Florists 
Sinha: : 
Ceaig Systens We Te Grants 
Lawrence. Reading 
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APPEIDIX & 


a4 


Solid State Testing 
Wsluan 

Je R. Sousa and Sone 
Darurere 

Stonehan Cooperative Bank 
Stoneham 


Sweetheart Plastics 
Wtdaington 


PPELOIX 
OCCLP ATION DEFINITIONS 


Sales Clerk soo Receives payment for nerchandise, keeps shelves stocked, keeps 
necord of sales, prepares inventour and/or orders nerchandiee 


Customer Sermrice Specialist oo. Udita special orders for serices or meachandlee, 
perforns personal sewices for customers of post exchange, prepares special order 
work sheets, keeps records of sermrices in progress, notilies cusimer uhen sewice 
46 conpleted and accepts paunent 


Bank Teller oo. Perfor transactions and security neasures in accordance. with 
established policis 


Sales Persone oe Selle merchandise or services to lusiness establishnents or to 

dndividuals detailed knowledge of specific charactertetices of the mer~ 
chandise or service offered, calls on customers, demonstrates merchandise, pre- 
pares forms and sales co tracts, nay. collect payment, nay install 


Real Estate Sales Person eee Rents, uw and sells property for clients on a 
comlasion basis, studies pees} Liatincs, reviews trade ‘ournale, 
prospective clients, draus up estate contract and meqogiates Loans on. properti: 


Bookkeeper oo. Keeps records of finanial transactions of estallichment, verilies 
and enters details of transactions as they ecour, summarizes detatle on sepatnte 
Ledgers. may compute, type. and nail monthly, statenents to custoners 


pay cate eooPerforns general clerdoal work requlriny the use of tipewrlter, 
conpiles and types records, Lille and application forme, Liles records, poste 
dnfornation, distributes mail, answers telephone 


Legal Secretary ..."repares denal papers and correspondence of legal nature, such 
as summonses, complaint notices and subpoenas 


Personnel Clerk ... Performs hiring duties, deals wlth newly hired enployees, 
maintains enployee records, administers health and dneurance prograns, maintains 
enployee relations 


Receptionist . - Recetves uisltars contny into establishment, ascertains thelr vants 


FOOTNOTES 


a 


Poa Netet Soe Reg ons Severleet > Comprehens.ve High Schools. 


rare ot bouton Th Commormes tn 0° Massachusetts Educational Goals tor Massachusetts, Bureau of 
bowetore ostormorer Sen cen Decemmer 1973, PP. 16, 17 


oD Denetmertct copor Tomorrow's Manpower Nes, bos I, Bureau of Labor Statistics, February 1969, pp. 
oS Oesermecs ot Lohor, The lS. Evonomy in 1980. Bureau of Labor Statistics, 1970, pp.26-36. 


Pe Commer es Ie ot” Mosm ruses 04 9.09 of Employment Security, Manpower Requirements for Massachu- 
Suis ty Occupation oy isdusin 1970-1980. Research and Information Service, April 1974. 


TRE See Te COTM WW osIonce s Measured by time, It 1s the assumption of this report that most employees are 


a 


es Fey to fee oer 3 fo #8 mm nutes to work each day. especially for entry level employment opportunities. 
Vowarusetts De sor ot Evpovment Security. 19°72 Supplement to Vassachusetts Cities and Towns Employ- 


mer ons mages 7 Exstce shmeris Subiec: to the Massachusetts Emnloyment Security Law by City and Town 
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For Additional Information 
Call or Write 


Mr. Roger L. Young 
Research Director 


or 


Mr. dohn A. Gould Jr. 
Assistant 


NORTH READING HIGH SCHOOL 
Park Street 
North Reading, Massachusetts 01864 


Telephone Number (617) 664-3556 
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